Customer
identifies
purchasing
need

ITS Procurement
Process

(“Customer” is state agency, IHL, or other public
sector customer of ITS)

Follow Public
Purchasing Rules

Note: All procurement deliverables
developed by ITS are reviewed in a
QA process that includes internal
review and customer signoff as
applicable.

Yes

Follow any agency-
specific rules

Delegated?

No

ithin EP
Spending
Limit?

Purchase from EPL upy.
to EPL limit 3

Customer
Submits
Procurement

Request to ITS

Procurement Request: Online System; or
Word/PDF document;
ypes: Competitive; Sole Source; Exemption;
Emergency; Planned Purchase

ITS logs project

ITS Notifies
Customer &
Yes—P continually
assesses staff
availability

ITS assigns )

project § Pm]eft
manager Queue” at
ITS?

Procurement
Process
(See other

ITS Executive ITS/Customer
Director Approves —Yes—p| Presentto ITS
Award Board for Approval

Tabled By Board

Exec Dir Approval

Bd Approval

Contract
Required?

Yes

ITS/Customer
No Negotiate
Contract with
Vendor Executed Contract
Approval ITS issues CP-1
Info for —— approval Customer
Agencies document : {



Customer Process

State agency AND
Contract paperwork?,

MERLIN

Yes

+ Executed
Contract

Customer uploads
No contract via MMRS
Award/Contract

Interface

Reset Transparency Flag

(1) State Agencies:
Check & Update Authorization

) Customer Places

Order .

2) State Agencies:
Purchase Order

R

Purchase

Order Vendor

Customer
inspects & (1) Products or Services

ACCEPTS |
hware/sware/ (2) Customer Acceptance;
svcs per contract terms

1) Invoice

Customer +— M
verifies invoice & |
pays Vendor |

State agencies:
Purchase Voucher

(2) Payment:

Customer ensures

all contract terms
met; closes
contract/project



Competitive Procurement: RFP

Functional Requirements;
RFP Confidentiality Agreements

Customer

Present to ITS
Board for approval
to issue

" Tabled by Board

Develop Request
for Proposal (RFP)

Above ITS
Director Approval
Limit?

No
A 4

Green =

Optional
Process

ITS Templates and

Content; Standards

Format

Ad Clarion Ledger }

MS Proc

Board Approval to Issue—————p

Issue RFP

Tech Assist
Pgm

Ad; RFP

Business Requirements———p

Vendor Representatives

Questions re RFP——— i
‘ Vendors ’——l

Preferences on weights/categories/_’
Proposals >

Input on Consensus Scoring;
Proposal Confidentiality Agreements

Evaluation Team }e

Vendors

Presentations————p

Proposing
Vendors

Info on Business
Requirements
: )

Request for Review; ——P]
Summary Evaluation;

Conduct Vendor
Conference

Respond to
Vendor Questions

Define Scoring
Methodology

Open Proposals

Validate Proposals

Evaluate (Score)
Proposals

Conduct Vendor
Demos/
Interviews

Notify Awarded
Vendor

Conduct Post
Procurement
Review

Feedback on proposal

Vendor
Protest?

No

Vendor Conference Attendees List

Responses re Agency Intent w— o

Vendor Questions;answers;
RFP Amendments

Summary Scoring Methodology

Register of Proposals

Yes

NOTE:

all participants for:

(1) RFP contents pre-release
(2) Proposal Evaluation

(3) Contract negotiations

(4) Awarded Proposal

RFP process may require confidentiality agreements signed by

Observations; g
. Evaluation Team
Scoring updates

Notification of Award

Proposing
Vendors

Notification of
Award

ITS handles
according to

ITS Protest
Policy

Resolved
Protest




Competitive Procurement: LOC

Customer "

Functional Requirements;
LOC Review/approval;
LOC Confidentiality Agreements

—

Develop Letter of
Configuration
(LOC)

Solicit Additional
Vendors for
General RFP

Vendors Contacted

Above
ITS Director
Approval
L imit?

Present to ITS
1 Board for Approval
Tabled by Board to Issue

Board approval to issue No
Vendors Matchng ,

Conduct Vendor
Conference

Vendor Representatives———————— P

@7Questions re LOC———— P
Preferences on weights/categories/

Respond to
Vendor Questions

Define Scoring
Methodology

Proposals: Open Proposals

Validate Proposals

Evaluate (Score)
Proposals

s Input on Consensus Scoring ; )
EvaluationglSy Proposal Confidentiality Agreements
Presentations—b

Conduct Vendor
Demos/Interviews

Propesi Notification of Award Notify AWEIESS
Vendors Vendor

Request for Review;
Summary Evaluation;
Feedback on proposal

Conduct Post
Procurement

Info on Business Requirements————p» Review

Customer

Vendor
Protest?

Green =

Optional
Process

\Valid General RFP Response

. ITS Templates
Content; and Standards
Format
Request for Response; -
General RFP Response Salicited MEREEE ‘

ITS General |
LOC Vendorf
Database

LOC Vendor Query;
Vendors Matching Query
Internet
LOC (unpublished

URL)

Vendor Conference Attendees List

Scoring Methodology

Business Requirements

Responses re Agency Intent

Vendor Questions;answers;
LOC Amendments

Internet
(unpublished

RL
Summary Lk

Register of Proposals

Yes

NOTE:

LOC process may require confidentiality agreements signed by
all participants for:

(1) LOC specifications pre-release

(2) Proposal Evaluation

(3) Contract negotiations

(4) Awarded Proposal

Observations; '
. Evaluation Team }
Scoring updates ‘

Internet
(unpublished
URL)

Notification of Award

ITS handles
according to Resolved
ITS Protest Protest

Policy




Revision to Previous Approval

Check CP-1 &
Contract status &
balance

ITS CP-1
System

Project Contract/
Previous
Amendments

Vendor Proposal
(Original
procurement)

Validate pricing,
N scope changes
Original - ) consistent with
Procurement File original
procurement

ITS CP-1
System:
Contract
Record

Contract History;
Contract Changes

Revisions

Vendor Proposal
for Change Order

Revised pricing/
scope/other
changes




Sole Source Certification

Customer

Unique business requirements; )
Documentation of research

Signed Certification—p»

Must certify by signature:

Product performs a
unique function for
which no other product
exists;

Agency has a business

Acquire Sole
Source
Documentation

Obtain or verify
signed
certification from
customer
executive
management

Research
Marketplace

need for this unique
function;

No other party can
provide the product.

Confirm unique
functionality?

Yes

Confirm no

Certification of unique features;
P Vendor
Certification re no resellers

No

No

Competitive

Procurement
Process

resellers?

Yes

Certify as Sole
Source



Exemption

Information on project scope
and approach

Customer

Proposing
Vendors

Signed Concurrence

Must

certify by signature:

Agency will follow all
laws: develop open
specs; advertise;
equitably evaluate
responses

Agency will negotiate
and sign contracts
(cannot limit liability)
Agency will process
open records requests
Agency will conduct
Post Procurement
Reviews

ITS must hear any
resulting protest

Request for Review;
Summary Evaluation;

Feedback on proposal——p

Review Customer
Documentation

Obtain or verify
signature re
compliance with
exemption
requirements from
customer executive

management

Director Approval

No

ITS issues Non-
vendor-specific
CP-1 approval

document

CUSTOMER
advertises,
evaluates, awards,
notifies vendors

CUSTOMER
conducts Post
Procurement
Reviews

Final cost
differential above
Director Approval
Limit?

No

Vendor
Protest?

CUSTOMER
Executes contract

ITS/Customer
Present to ITS

of Exemption

Board Approval

Yes

Board for Approval

ITS handles
according to
ITS Protest

Policy

Resolved Protest

Tabled by Board



Emergency Purchase

CUSTOMER
executive
management
declares
emergency under
MS Code 31-7-13

(i)

CUSTOMER gets
quotes, arranges
for products/
services; executes
contracts if
required

CUSTOMER
completes
Emergency
Purchase
Certification for
Executive Mgmt
Signature

Signed emergency certification

ITS logs and files
Emergency
Purchase
Certification

ITS issues CP-1
for accounting
purposes to assist
with payment of
invoices

Vendors/amounts for
Payment of invoices
From emergency purchase




Planned Purchase

Verify project
included in Project Plan Information
approved plan

ITS Planning
System

Updates to Plan

Request Plan
No Update from Customer
Customer

Project in
approved plan?

Yes

EPL and Verify items are
ITS EPLs ‘ Purcha included on
f Data current EPLs

Draft Customer
Approval and
Tracking Letter




Green =

Optional
Process

Protest Process

Protest with Protest Bond;
Acknowledgement of Protest

Protestor

NO: Returned Protest:

Request not to stay; justification;
Determination re stay of procuremen

Customer
Executive

&

Evaluation Team

Questions/Answers re Procurement-Jp

Information on Procurement

Information re Protest————p»]

Protestor

Information on Proposal—————p]

Interested Party

Protest Logged In
& distributed per
ITS Protest Policy

Is Protest
timely?

YES

ITS Executive
Director
determines
whether to stay the
procurement

ITS Executive
Director Reviews
Protest

ITS Executive
Director conducts
Protest
Conference if Exec
Dir deems needed

Notes:

(1) Interested Party: Any party documented
interest in Protest; Awarded Vendor is
automatically an Interested Party

(2) Protestor: Any actual or prospective participant
in the procurement who is aggrieved and files a
Protest

Copy of Protest: Interested Parties

Interested Party

Copy of Protest:

Notice re Stay/No Stay

Notice re Stay/No Stay

Procurement File
and
Documentation

Research

Decisions:

rotest lacks merit or harmless errors: uphold State’s action;
OR

erit in Protest: Reevaluate OR Reissue RFP/LOC

Executive Director’s Decision

Appeal of Executive Director’s Decision

ITS Executive
Director issues
Decision

distributed per ITS
Protest Policy

Evaluation Team Questions/Answers re Procurement-p

Appeal
Timely?

YES

ITS Board
Reviews Protest

Appeal logged in &f

Executive Director's Decision

Appeal to ITS Board
of Executive Director’s Decision

NO: Returned Appeal
Exec Dir Decision
Procurement File §
and |
Research Documentation

Information on Procurement

Information on Proposal————p
W
Interested Party Board’s Decision=———————

ITS Board
conducts Protest
Conference if
Board deems
needed

ITS Board issues
Decision

Decisions:
Uphold Exec Director’s Decision OR

Render new decision (same options as Exec Dir Decision above)
E——

Board's Decision




Quality Assurance Review Process

Draft Procurement
Deliverable

“xamples Include:
LOC or RFP
RFP ad
Confidentiality agreements
Responses to Vendor Questions
Scoring Methodology
Proposal evaluation results
Board write-up

Green =
Optional

Process

Notification of award

TC edits
deliverable with
Track Changes

TC edits
deliverable with
Track Changes

TC edits
deliverable with
Track Changes

TC edits
deliverable with
Track Changes

Deliverable, edits marked,

if required
Edited draft for review,

Contract

TC completes CP-1 _ _

Procurement Pos_t-procurement review materials
Route Slip; Project correspondence
determines

applicable QA

routing, based on

deliverable

' Draft Deliverable

Assigned QA
Team Member for
Project Reviews

if requested )

Draft Deliverable, updated

Deliverable, edits marked,_
If required

Edited draft for review, )

Deliverable, no edits required

Team Leader
reviews, if
applicable

If requested

Draft Deliverable, updated

Deliverable, edits marked,
If required

Edited draft for review, )

Deliverable, no edits required

Procurement
Process/Product
Specialist reviews,
if applicable

If requested

Draft Deliverable, updated

Deliverable, no edits required

Deliverable, edits marked,_
If required
Edited draft for review, )
If requested

ISS Management
reviews, if
applicable

Draft Deliverable, updated

TC routes to
Customer and
incorporates
Customer edits

Yes

Deliverable, no edits required

Customer
Review
equired?,

TC routes to
Vendor and
incorporates
Vendor edits

Yes

TC finalizes
deliverable

endor Revie

Required? Deliverable

Final Procurement



